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Process Outline 
1. Authors submit something 
2. You receive an email notification and go to website  
– Login; then go to ‘user home’ 
3. ‘Unassigned’ submissions should be assigned to an editor or section 
editor 
4. Editor can approve immediately; or solicit internal/external reviews 
5. Some submissions need internal review only; others externalreview – 
see: https://cgspace.cgiar.org/handle/10568/35238 
6. One reviewers are identified; email is sent to them 
7. Reviews received from reviewers 
8. Editor’s decision (approve, ask for revision, not approve) 
9. Author is informed by email 
– For external products they have permission to proceed (or not) 
– Approved internal documents should be assigned to layout editor 
to complete 
 
 
• You can delegate some submission types 
(posters, brochures etc) to someone else so 
they manage these processes that don’t 
require external review. 
• These people are called ‘section editors’ and 
submissions are auto-routed to them. 
Start page 
 
Login 
 
Logged in 
 
User home - submissions 
 
Submissions to be assigned 
 
Notifications – actions needed 
 
Assign Editor 
 
Assign editorial role 
 
Editorial Task 
 
Assign review tasks 
 
Select reviewer 
 
Ask someone in the system already 
 
Enroll a reviewer 
 
Assign a review to someone 
 
Send email request to reviewer 
 
Decide on the submission 
 
Finally … 
• After you record your decision, the author 
gets an email 
• Reviewers get sent email requests; they fill in 
and return a form (or online) 
• You can see the reviews, then make a decision 
• Author gets an email 
